
ePlan Review is a web-based solution that will allow building  
plans to be submitted electronically, improve the plan review  
cycle, reduce costs associated with obtaining residential and  
commercial construction permits, as well as support green  
initiatives. 
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Don’t Forget – when you see***, we are bringing your attention to specific information you need in 

order to aid in the success of your project.     
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During Plan Review   
Once your project is in review, you can check the status of plan review anytime.  

1. Simply log into ePlan review and select the appropriate project link. 

2. Click on the Reports tab. 

 

3. Click on Workflow – Department Review Status 
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4. Click on the drop down arrow under Workflow and highlight the BP_StartWorkflow.   Then click 

the View Report button. 

 

5. Click the + under Rev Cycle. (There may be multiple  review cycles) 
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You can view each plan reviewer’s status and any general comments they have made. 

ASI – Assigned – the project has been routed to the review agency and waiting for the reviewer to 

accept the project. 

IR – In Review – the reviewer has accepted the project and has started the review or the project is in line 

to be reviewed. 

WR – Waiting Revisions – the reviewer has completed their review and has comments that need to be 

addressed. 

APP – Approved – the reviewer has completed the review and there are no corrections needed. 
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To view markups/changemarks to the drawings follow the same steps as above but choose Project 

Markups Listing from the Reports 

tab.

 

Although you can begin incorporating the changes you see into your project plans, do so with caution.  

Until a reviewer has changed their status to waiting revisions (WR), the revisions they request may 

change.  Once all plan reviewers are approved or waiting revisions, you will receive an automated email 

indicating revisions are required.   
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REVISIONS REQUIRED   

Review Requested Corrections   
If corrections are requested, please follow these steps: 

1. You will receive an email notification from ePlan Review requesting corrected/revised drawings 

and/or documents. 

2. Click the ‘Log in to ePlan Review’ link in your email.  Log in to ePlan Review.  You will be taken 

directly to the project to access the corrections requested. 

3. Click the task ‘ApplicantResubmit’ in the task list below the main screen.   

4. The eform will automatically open for you.   

5. Scroll down to the Department Review section.  There may be issues not related to a drawing or 

document of which you need to be aware.  If so, reviewers will have made comments in the 

Status & Notes column.   

Viewing/Exporting Markups   
A ‘Markup’ (complete review) can have one or more ‘Change Marks’ (individual comments).  Change 

Marks are created to quickly identify a revision and associated comments.   

Typically, all ‘Markups’ (reviews) that contain any ‘Change Marks’ will require a subsequent re-submittal 

of new drawings or documents prior to approval of your project.   

There are 2 options to review and/or export change marks:  Viewing drawings or documents and 

Publishing a Markups Report. 
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View Project Drawings or Documents  
 
To view requested revisions for drawings and/or documents, simply enter a project folder by clicking the 
project link. 
  

1. Click either the Drawings or Documents folder. 

 
 

 
2. Click on the Markups button.  An ‘exclamation point’ on any drawing page or document 

indicates revisions are being requested. 
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3. Click on the View check box for any Markups you wish to view.   

4. Click View.  The file will open in Brava Viewer, with the markup overlaid on the file for review 

only as shown below. 
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5. Selecting any of the topics moves the screen to that change mark and shows you the written 

change being requested.   
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Export Markups to PDF  
 

1. Click on Publish button.   

 
 

2. Click the Publish to PDF. 
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3. On the PDF Publish Options select the following:  

 

a. Under “Markup “ select Burn-in current Markup 

b. Select “Include Changemark Information” 

c. Under the “ Include” section select Bookmarks 

d. Click OK 

9. On the Publish Option pop up click Save to File. 

10. Click OK. 

 

11. Select where you are going to save this file. 

12. Name the File. 

13. Click Save. 

14. Open the saved file.  It will include the change marks (which will be numbered) on the drawing 
along with a second page with the comments associated with those change marks. 

15. You will need to do this for each page that has markups. 
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Publishing MarkUps to a Report in Excel 
You may also publish change marks, without the corresponding drawing pages. 

1. Select the Project link from the main projects page. 

 

2. Click on the Reports tab. 
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3. Click on the Current Project – Project Markups Listing link. 
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4. Click the drop down arrow next to the Export link. Choose which format you would like to save it 

in. Click the Export link. 

5. Click Open to view the change marks or Save to save them to your desk top.  After viewing you 

can also Save them to your desktop from the File tab. 
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Note: The blank lines are the arrows, clouds, etc. that the plan reviewer used. You can delete 

those empty rows and just keep the rows with text if you prefer. 
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Applicant Resubmit Process 
When you have made all the requested revisions to drawings and/or documents you are ready to 

upload again. You can upload from the e-form.    

o ***NOTE: Corrected files shall always be re-submitted with the EXACT SAME file name as 
the original submittal (no extra spaces, periods, etc.)  The system will automatically add a 
version number to resubmitted drawings for you so the reviewers can easily differentiate 
between revisions and review the most recent drawings. *** 

1. Log into ePlan Review. Click the task ‘ApplicantResubmit’. The e-form will open. 

2. Click the Folder List tab at the top of the form. 

 

 

3. Click the Upload Files. Upload revisions.  

4. Once you are done uploading scroll down to the Task Instructions section. 
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5. Click the two boxes where it indicates that you have addressed any items and uploaded            
revisions. (Even if you didn’t need to upload revisions, you must still click the box) 

6. Click the Complete button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This part of the process may occur multiple times before all plan reviewers have approved your project. 

 

 

 


